
SUPERVISORY APPRAISAL OF EMPLOYEE FOR PROMOTION
SPECIALIZED CATEGORY APPRAISAL WITH NARRATIVE

ORGANIZATION LOCATION OF POSITION

CURRENT ORGANIZATION

POSITION APPLIED FOR (Title andgrade)

PRESENT POSITION AND GRADE

ANNOUNCEMENT NO.

NAME OF EMPLOYEE

COLUMN III
NARRATIVE: Specificexamplesof whattheemployeehasor hasnot doneto causemeto wardthis rating.

COLUMN II
CATEGORY

COLUMN I
RATING FACTOR (KSAO) OR JOB ELEMENT

CATEGORY RATINGS

specific exampleswhich show how the employee’s performancejustifies the Category Rating
assigned. If more spaceis required,use additional sheetsof paperand include the nameof the
supervisorat thetop of eachsheetandidentify theappropriateRatingFactoror JobElement. NOTE:
This form maybeusedfor commentsby thesupervisorfollowed by thoseof therevieweror separate
forms may be usedfor each. If separateforms are usedfor the supervisorand the reviewer, the
supervisor’s appraisal should be made available to the reviewer during the review process.
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Employee’sperformancerelativeto the RatingFactor(KSAO) or JobElementis acceptablebut
you would have somereservationsabout recommendingthe employeefor anotherposition in
which the Rating Factor (KSAO) or Job Element is important.

Employee’sperformancerelative tot he Rating Factor (KSAO) or Job Elementexhibits some
definite weaknesses.

Unableto appraise(Whenthis categoryis used,cite reasons- e.g.,current job doesnot include
theKSAO’sin this RatingFactor or Jobelement.)

INSTRUCTIONS: The information furnished on this form will be important in determiningthe
degreeto which the employeepossessesthe Knowledge,Skills, Abilities, and Other characteristics
(KSAO’s) which arerequiredfor performancein the positionbeing filled. In ColumnII below, the
supervisorand/orreviewerwill indicatebesidethe Rating Factor(KSAO) or Job Elementlisted in
Column I, the number of the Category Rating (0 to 5) which best describesthe employee’s
performancewith respectto theRatingFactor(KSAO) or JobElement. If theemployee’scurrentjob
doesnot includeanyof theKSAO’s in theRatingFactoror JobElementand,therefore,performance
in them has not been observed, mark "0".  In Column III, for each Rating Factor or Job Element, give

Employee’sperformanceexceedsexpectationsto suchan extentthat it warrantsspecialmention
for placement consideration.

Employeehasdemonstratedthe RatingFactor(KSAO) or JobElementto a degreethat is clearly
abovethatexpectedof a fully competentemployeeandyou would expecttheemployeeto display
the same degree of ability in the position applied for.

EmployeehasdemonstratedtheRatingFactor(KSAO) or JobElementto the full extentexpected
of a thoroughlycompetentemployeeandyou would recommendtheemployeewith confidencefor
another position in which the Rating Factor (KSAO) or Job Element is important.
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TOTAL TIME EMPLOYEE UNDER YOUR DIRECT OR INDIRECT SUPERVISION

TOTAL TIME YOU SUPERVISED EMPLOYEE

FROM TO

DATE
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